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Creating and Using Favorites

Favorites represent products that are frequently ordered from hosted supplier catalogs and
provide the shopper with quick access to those items. This functionality is only available from
those suppliers listed in the Hosted Supplier Showcase. Items from a punch-out site cannot
be added to favorites; however, search and favorite functions are usually available directly
on the vendor punch-out sites.
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Adding Items to Favorites from Search Results

1. Add items to personal favorites while reviewing the results of a search in WISBuy. To
practice, search for a Daily Calendar. Click the Add Favorite link under the Add to Cart button
when this is an item that will be ordered frequently. »,

MAMEX * % | Action Items | Notifications [3] | ™ 2520 USD | Q

J ( . WIS BUY:‘&E%P&%E‘\ETPLACE ?

™ Shop  Shopping  Dashboard  Shopping Home

shop Everything E| ktﬁP; ’ ) m J

Go to: advanced seaych | favorites | quick order  Browse: suppliers | categories | conyacts

Results for: Everything : stapler

Showing 1 - 20 of 4000+ results what does "+" mean?

Add Keywords ? Results per page |20 E Sort by: Best Match |z| 4|Page |1 E of 200 |*] ?
[ Go | Swingline - SmartTouch Low-Force Staplers, Capacity 25 Sheets, Color 28.21 U0
£ B|ye/Silver from Office Max EA
; % Part Number H157066525 1
Filter Results ? Manufacturer Info 57086525 - (ACCO INTERNATIONAL) add favorite | compare
‘Where are my counts? larger image
By Product Flag - Sparco - Sleek Electric Stapler, Capacity 16 Sheets, Color Putty from Office Max 87.38 usD
Green ™~ y Part Number H102267 EA
Recycled R‘N’ Manufacturer Info 02267 - (5.P. RICHARDS) e
. o
= T add favorite | gompare
By Supplier L3 larger image
Fastenal
Grainger PaperPro - High Capacity Stapler, Capacity 60 Sheets, Color Gray/Black 50.98 usD
Graybar Electric Company > from Office Max EA
Office Depat i Part Number H11200 1
Office Max more... Manufacturer Info 1200 - (MASTERPIECE STUIDOS/GREAT PAPE) add favorite | compare
By Category ?e larger image

2. After the Add Favorite link is clicked, the “Add to Favorites” window opens. Update the
description, if desired, before the item gets saved to a favorite’s folder. Delete the original text
and type in something more meaningful. The customized description in the shopper’s favorite’s
folder is only meant to help the shopper identify that item and will not be sent to the supplier.
The original description shown in the search will still be sent to the supplier.
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3. Select the folder where the item is to be placed. To create a new folder, select New and then
Top Level Personal Folder. Another window opens where the folder name and description

(optional) can be entered; click on save.

& hitps://usertest sciquest.com/apps/Router/AddToFavoritesFromSearchResults?ParamUniqueRefld=3822 - Windows Internet Ex... | = || & |[s£2]
[&) https://usertest sciquest.com/spps/Router/AddToFsvoritesFroms earchResults7ParamUniqueRefld=3 6&ParamFavoriteType=1&Tmstm & |
. . .
Step 2: Select Destination Folder Add To Favorites
Step 1: Edit Item Details
Item Nickname Quar
N =1 Sparco - Sleek Electric Stapler, Capacity 16 Sheets, Color Putty 1
from Office Max , Catalog No. H102267
- S - - Add Description
Top level personal folder
- Step 2: Select Destin=4in= Ealda-
Subfolder of selected folder e Create New Personal Favorites Folder ? x
-New
D e A Sl BN AN M S SN RN NN Sl Name Stapler
Description  Sleek and Fancy-Must nrder.| b
= Personal
[#} Building |
2 Daily Calen| 227 characters remaining expand | clear
Cancel
5 Shared Favorites
No shared folder available...
[ Submie JR]
‘ i v
€ Internet | Protected Mode: Off f3 v ®BI0% ~

4. Highlight the folder in the “Add to Favorites” window under the Personal heading and click

‘Submit’.

e https:ffusertst.sch\St.comfapps{Ro:.rterfAddToFavoritsFromSearchRsuh?ParamUniqueReﬂd:3822 - Windows Internet Ex... EI@

|g https://usertest.sciquélt.com/apps/Router/AddToFavoritesFromSearchResults?ParamUniqueRefld=382
2

6&ParamFavoriteType=18Tmstm % |

| Aad 1o ravorites 9

i \
| Step 1: Edit Item Detail!
Item Nickname

Sparco - Sleek Electric Stapler, vapacity 16 Sheets, Color Putty

from Office Max , Catalog No. H1L2267
Add Description

Step 2: Select Destination Folder

= Personal Favorites
+}- Building
1} Daily Calendar
. Stapler

= Shared Favorites

“-No shared folder available...

|Cancel

4| i

Quai

Done € Internet | Protected Mode: Off da v ®100%

-
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Adding Items to Favorites from Cart (Need to have items in your cart)

1. Favorites can also be added from a cart. Click on a cart, click on the Add to Favorites button
to the left of the item, and follow the same steps outlined in the “Adding Items to Favorites from
Search Results” instructions.

o ('\-m-/ WIS BUY%‘éﬁﬁgm{'iw LACE

! ™ Skop  MyCarsand Orders ~ Open My Active Shoflping Cart = Cart - 1075823 - Draft Requ sition

MAME X * % | Actonltems = Nofificaticns I® 2520usD IQ

g - 4 Continue Shopping .20 o
ﬁ 5hODpIﬂQ Cart sor silty by 1 item(s) for a total of 25.20 uso
S 4 o Rkl
Have you made changes? | updaty() & | 7 Help | Serform an action on (0 items se ected)... ‘ v | Selectal I
(@omecemax Office Fiax s nfu..

Preduct Dascription Unit Prica Quantity Tetal [
rem 2dded on Uni-ball - Insight Rollerball Pens, Ink Color Blue, Point Size Fine, Quantity/Unit 12/Dozen 25200 1 252050 1

e — Part Numoer N11802659 bz Update

Remove Manufacturer Info 1802659 - (SANFORD)

Commodity Code  6208C
Pens (General Writng Types): Ball Foint, Mylon Tip, 2lastic Tip, Reller Ball, etc,

More Actions [ »|  larger image

Favorites Sub-Folders
1. Sub-folders are a good way to manage favorites or create “shopping lists” of products
that are ordered frequently. To do so, first click the ‘cart’ icon, “shopping” and go to
“view favorites”.

a Shopping 4 Shopping
|
My Carts and Orders By Keyword E
e Dashhoard
z’ Shopping Home
Go To

Advanced Search  View Favorites | Cluick Order

Browse By

Suppliers = Categories = Contracts

3 T MAME X r | ¢ Action Lemrs | Notficetions |3 | | ™ 25.20
‘I U
g WIS BU PCARD MARKETPLACE ?

™ Shop  Shopping  CoTo | View Favortes¥  Favorite:

New | | Edit | [y FDelete Daily Calendar

(s)expand all () callapse all At-A-Glarce - Uaily Desk Calendar Fad with labs, Color White Size 2-1/2° 187, Iype Calzrdar Rehll, Year 2012 -ciion

. Results per page 20 E' Total Faverites : 2 El Page 1 of | B
= Personal Favorites -
. edlt | movescopy | delete | add to art
# Duilding
gl Daily Calendar

- i Daily Calendar 10 Offie Max 999 = |
i Toale parl Number B1ET17T5013 Ea
| Staper Manufacturer Info E717T5013 - (MEADWESTVACC) n

¢ Stapler
edit | movescopy | delete
. larger image
= Shared Favorites
LMo chared folder available.. Zebra Pen - Z-Grip Retractable Ballpoint Pens, Ink Color Black, Point Size 413000 T
_-E.’; Medium, Quantity/Unit 7/Pack rom Office Max PK,
=
S — Part Mumber M122271TAX 1
| Manufactursr Info 22271TAX  (ZLORA PCN COR2,) cdit | mave/copy | dolote
larger image
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2. The Favorites window is split into two areas. The window on the left is where the folders are
managed and the window on the right displays folder contents.

WISCONSIN'G MNAME X * & | Action Iterrs | Notficetions |2 | | ™ 2520 USD | @
/

/ WIS Bu PCARD MARKETPLACE ?
™ Shop  Shopping | CGoTo | View Favortesw | Favorites

Megl, |1 Eit ./ FDelete | Daily Calendar

At-A-Glarce - Uaily Lesk Calendar Fad with labs, Color White Size 2-1/2° x 8%, Iype Calzrdar Rehll, vear 2012 zcibon

~rexpand all () collapse all

. Results per page 20 El Tetal Faverites : 2 El Page 1 of | B
= Personal Favorites =
. edlt | move/copy | delete | add to cart
Duilding

&) oaily calendar

. . Daily Calendar 1o Offie Wax 9.99 = |
;| Important V/riting Tools Parl Mumber B1ETI7TI013 Ea
| Stapler Manufacturer Info E717T5013 - (MEADWESTVACC) n
© Stapler
ot edit | movescopy | delete
. larger image
I Shared Favorites
LMo shared folder available.. Zebra Pen - Z-Grip Retractable Ballpoint Pens, Ink Color Black. Point Size 413 I
-E=§ Medium, Quantity/Unit 7/Pack ‘rom Office Max PE
=
S ————— Part Mumber N122271TAX 1
Manufacturer Info 22271TAX  (ZLDRA PCN COR?)

. . edit | mave/copy | dolote
larger image

3. The left-hand portion of the split contains two folder entry types. Personal Favorites folders
are created, modified and used exclusively by each individual user to login.

= Personal Favorites
- Building
E} Daily Calendar
L Important Writing Tools

----- Stapler
- Stapler

= Shared Favorites

- Mo shared folder available...

4. Shared Favorites folders can be created by the business unit administrator and allows folders
to be made that share items across the organization, department, or group of users.

WISCONSIN'S MAME X ™ &  Action Irerrs | Notficetions |2 | | ™ 25.20

/

. WIS Bu PCARD MARKETPLACE ?
™ Shop  Shopping  CoTo | View Favortes=  Favorite:

New| | Edit | [ HDelete Daily Calendar

At-A-Glarce - Ualy Lesk Calendar Fad with labs, Color White Size 2-1/2° x 8%, Iype Calzrdar Rehll, vear 20123 zcibon

(+)expand all (-) collapse all

. Results per page 20 E' Total Favorites : 2 El Page 1 of | B
= Personal Favorites -
. edIt | move/copy | delete | add to cart

[} Building
s
T . Daily Calendar 1o Offie Max 9.99 s |
i Important Viriting Tools ii Parl Mumber B1ET17TS013 Ea
. Stapler N TR — E AT S
Manufacturzr Info E717T5013 - (MEADWESTYACC) 1 Add to Cart
e
edt | movascopy | delete
. larger image
= Shared Favorites
LMo chared folder available.. Zebra Pen - Z-Grip Retractable Ballpoint Pens, Ink Color Black, Point Size a1z
7E§=' Medium, Quantity/Unit 7/Pack “rom Office Max P
=
S — Part Mumber M122271TAX 1
(ZCBNA PCN CORP)

| Manufacturer Info 22271TA
larger image

edit | move/copy | dolzte
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Favorites Navigation
1. At the top of the window on the left are four buttons: New, Edit, Move/Copy and Delete.

‘ New| ‘ ;Edit‘ f_ggDeIete|

2. The ‘New’ button allows the shopper to create a new folder or sub-folder. To create a new
sub-folder, highlight where the sub-folder is to be created, and then click ‘New’ followed by
‘Subfolder of Selected Folder’ to place the entry under the highlighted folder.

ot [

Top level personal folder
Subfolder of selected folder

= Personal Favorites
+- Building
I': Daily Calendar
o Important Writing Tools

Stapler
Stapler

= Shared Favorites

E-----Hu: chared folder available...

3. When the selected destination is determined, add a folder name and a description. When
finished, click Save.

Create New Personal Favorites Sub-Folder ?7 X
Name |
Description -
294 chatacters remiiping expand.|.clear

m Cancel
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4. Once this sub-folder is created, it may be edited via the edit button, which allows the shopper
to change the name and description.

o] ot

(+) expand all () collapse all

= Personal Favorites
+}- Building
I': Daily Calendar
_ Important Writing Tools

= Shared Favorites

o Mo shared folder available...

5. The ‘Move/Copy’ button allows the shopper to move a sub-folder and its contents to a
different location.

o] ot

(+) expand all (-] collapse all

= Personal Favorites
+}- Building
I': Daily Calendar
- Important Writing Tools
----- Stapler

= Shared Favorites

.- No shared folder available...
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6. The delete button allows the shopper to delete a personal folder and its contents.

o] [t

(+) expand all (-] collapse all

= Personal Favorites
+}- Building
I': Daily Calendar
- Important Writing Toaols

= Shared Favorites

- Mo shared folder available...

Using Favorites Folder to Order Items

1. There is also the option to use the favorite’s folders to order items. To use an entire folder to

place an order, select the folder that was prepared to order from. At the top of the favorites list,

select the check box and then click the ‘add to cart link’ to the left of the check box. These items

are now added to the cart.

BC ) WisBUY st 1

W Shap | Shapping | GrTa | View Favarites =

MAME X 'Y W | Action Items | Notifications W oL Lpusp

Daily Calendar

. ¢ Des K < Whitz Size 3-1/3" £ 6. Ty . Vzar iti
43 wxpend all ) collapse all At-A-Clance - Daily Desk Calendar Pad with Taks, Coler Whitz, 5ize 3-1/2" < 6", Type Calendar Refill, Yzar 2013 Edition

Results per page 21 |7 | Total Favorites : 2 [1]Panat of 1[2]

~ Personal Favorites
adit | move/copy | deleta | add to cart =

y: Flillcing:

- v ‘

L= italenday — Daily Calendar from Office hax 9.99 yzp [
H o pmartant Wieidi e

: mnotantiiiting Too's Part Number BLE71775013 FA

o Staplzr oy - . -

H Nanuleclurer Infy ET17T5013 - MEADWESTYACO) 1 m.,n

- srapler

. edit | move/copy ceete
larger image

= Shared Favorites

LMo shared folder available... Zebra Pen - Z-Grip Retractable Ballpoint Pens, Ink Color Black, Point Size 4.13 ysn [T
-E.";E Medium, Quantity/Unit 7/Pack from Office Max PE
== part Numher N1327771TAX

1 | Add o Car )
Manufzcturer rfe 2277 ITAX - (FFRRA PFN COIRP) wdil | rove/uopy | cell

larger irnaye

2. Items in the folder can also be ordered individually, if desired, by clicking the Add to Cart

button for the specific item. -
Zebra Pen - Z-Grip Retractable Ballpoint Pens, Ink 413 u0sp [ Note: Pay attention to
_~£:’= Color Black, Point Size Medium, Quantity/Unit PK unit of measure to the
= v 7frackffom Orfice Max 1 number you ordered
Part Number N122271TAX edit | move/copy | delete .
larger image Manufacturer Info ~ 22271TAX - (ZEBRA PEN CORP.) (i.e.DZ, PK, etc.)

For further assistance, please contact WISBuy@Wisconsin.gov or visit the website at
wisbuy.wi.gov.
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